
The State Controller's Office is committed to providing equal opportunity to all
regardless of race, color, creed, national origin, ancestry, sex, marital status,

disability, religious or political affiliation, age, or sexual orientation.

SCO-DO-004 (Rev. 12/99)

Job Opportunity
State Controller's Office

  Position: Staff Services Manager I (Specialist)
2 Positions

Statewide

Administration and Disbursements Division  Location: 300 Capitol Mall, Suite 634, Sacramento, CA 95814

  Issue Date: 7/24/2000 Final Filing Date: Until Filled

  Contact/Telephone:
    Jim Padrez, 324-5710

Who May Apply: Individuals who are currently in
this classification, eligible for lateral transfer or
promotion, or reachable on a certification list

  California Relay Service: 1-800-735-2929 Position Number(s): 051-120-4800-010
051-120-4800-002

 Please call (916)323-3055 to request reasonable accommodations

  Scope of the Position:
Under the direction of the Budget Manager (Staff Manager II), the incumbent is responsible for
developing, allocating, analyzing, and monitoring the State Controller’s Office (SCO) budget.          

  Duties and Responsibilities:
 Candidates must perform the following essential functions with or without reasonable accommodations

• Monitors the department’s current year budget that includes developing monthly division year-end
projections.

• Compiles and summarizes projection data for management presentations.
• Tracks expenditures by line item for operating expenses and personal services, prepares fiscal reviews

and the analysis of past spending patterns to current needs.
• Provides a departmental oversight relative to reimbursement activities. Prepares various analyses to

insure program needs are met and to determine whether charges are reasonable.
• Reviews all department budget change proposals (BCPs) to ensure that each proposal contains proper

and sufficient workload justification to support the request, analyzes BCP’s for conformity with the
department’s and State’s policies and procedures, ensures that all DOF requirements are met and makes
recommendations to Executive staff on all BCPs.

• Reviews, provides analysis, and determines appropriate fiscal information relative to legislation.
• Prepares the appropriate documents for program changes that include the justification and fiscal

analysis for budget revisions and the analysis and evaluation of division needs.
• Provides budgetary expertise and technical support in matters related to the SCO budget.
• Prepares revenue reimbursement forecasting and financial analysis to project future department needs.
• Acts as project leader and coordinates special studies and projects.



Desirable Qualifications:
• Ability to reason logically and utilize a variety of analytical techniques to resolve complex budget

issues
• Ability to develop and evaluate alternatives
• Ability to analyze data and present ideas and information in reports and presentations
• Ability to plan, organize, and prioritize complex and sensitive workload and to develop

recommendations for management
• Advanced knowledge of the State of California budget process
• Advanced knowledge of the State of California budgeting rules and regulations.

 Applications will be screened and only the most qualified will be interviewed

How to Apply:

Please submit a STD. 678 State Application and Résumé to:

State Controller's Office
Administration and Disbursements Division
300 Capitol Mall, Suite 634
Sacramento, CA 95814

Attn: Jim Padrez


